ABSTRACT
Following the guidelines for using tool presented in this case, can save hours of course design that you, as an Instructor, can refocus on working with your learners. The LDS tools presented in this article will be: announcements; online syllabus; glossary; instructor information; tasks; surveys; assignments; discussion forums; groups; course documents; external links; tests, and; drop boxes. This methodology was designed specifically for a six week, executive education course that was conducted once in a week. The student population were Taiwanese and the course was delivered in English. Recognizing that there are specific start-up and closing elements, the 
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This welcome letter should also be the first announcement that is shown to the executive learner when they arrive at the LDS module corresponding to the course.
From a practical perspective, this initial contact will introduce the learner directly to some of the LDS tools (e.g., announcements, syllabus, Instructor info, surveys) and indirectly to others through your invitation to review the entire LDS course module (e.g., the glossary, tasks, assignments, discussion forums, groups, external links, tests, and; drop boxes).
During the fist session of the class, the instructor should review the LDS with the executive learner. In this first class the instructor has to explain to the executive learners how he/she has planned to use the LDS, and the instructor has to be careful in gauging the level of the executive learners in this first session. So the instructor do not spend too much or too little time on the LDS, but encourage learners to work together reviewing the LDS, pairing those who are more familiar with the LDS with those who are less familiar.
If students have laptops with internet access, an in class exercise can be conducted with using the LDS. A group survey, starting to add definitions to the course glossary, answering a question in a discussion forum, and visiting an external link are all relevant exercises that can be assigned to executive learners in the first class to ensure that they are comfortable with using the LDS. As an Instructor, you would want to make sure that at the end of the first class, all of the executive learners have developed at least a familiarity of the specific LDS that will be used to complement the course.
For an Instructor, the most powerful communication tool that can be used for disposal is the "Announcements" tool. Announcements serve two purposes for an Instructor:
? Before a class session, they provide insight to the lesson ahead. Specific pre-class preparation can be assigned (including surveys), reminders of work due for the session can be reiterated, and any special information pertaining to the class can be communicated (e.g., there will be a guest lecturer, class is being held in alternate location, new external links have been added, etc.).
? After a class session, they provide a channel to f i n i s h conversations that were not completed in the class, reiterate topics covered in the class, identify As Figure 1 indicates, by the first session, the executive learner would have been introduced to all of the tools in the LDS. If an internet connection is available, they will also have had the opportunity to work as a group navigating through the LDS. Accomplishing the above, assures that the course will get in to a strong start and the LDS will start to be internalized as an integral part of the executive course delivery.
Ongoing Course Delivery:
During the delivery of the course, the instructor will be employing different tools within the LDS. As Figure 1 illustrates, before each class session, the instructor should have to assure that the executive learners are being provided with "Announcements" and the learners would be raftered to the specific "Course Documents" that will be employed in the upcoming class session. Instructors may also use "Surveys" and refer them to "External Links" to help them prepare for the class session. If tests are to be administered, you may also assign "Tests" for them to complete.
As mentioned above, after each class session, the instructor can use the "Announcements" to reiterate topics covered in the class, identify additional areas for learners to visit (through "External Links"), and reinforce the homework assigned in the class in the "Assignments.".
Some of these assignments will probably bring them to "Discussion Forums" and the "Glossary." One of the areas open for exploration is integrating podcasts and blogs into the "External Links" in the LDS.
It is essential for an instructor to set a schedule for updating the LDS for the pre-class and post-class supplements. This gives time to pull everything together ARTICLES and also provides you the time for the necessary reflection required to make sure that your communication in the session is a successful one.
Posting too frequently to the LDS has the tendency to burn the executive learner out and runs the risk of them avoiding the LDS altogether. For the pre-class supplement, usually do it at least one full day before the class. This gives the executive learner the time to complete assignments from the prior session and prepare for the upcoming session. It also gives them time to print out any new materials in advance if they need, so that they can read them during commuting hours or in the free time during their work.
As indicated above, one of the powerful advantages that an LDS provides for executive learners, especially, those who were learning the course in their non-native language is the ability to review the class materials after the class so 
Closing the Course:
An executive level course usually does not end on the last class. In some cases, a final can be required to be submitted after the last class session. Here, the "Test" tool would be employed. More often, projects or group projects will extend up after the last day of class. To continue to be benefited from the LDS, the course module must be able to facilitate the completion of the executive learners' group projects. This becomes particularly important especially when the team members are in different cities (or even countries).
A standard tool in an LDS is the "Group" tool, whereby a special private area is assigned to facilitate group work.
This tool can be used by the group to email each other and establish threaded conversations, and they would also be able to exchange documents that they can work on together. This is extremely important to help them with version control and managing a project throughout its 
